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SECTION 013100 - PROJECT MANAGEMENT AND COORDINATION 

PART 1 - GENERAL 

1.1 SUMMARY 

A. Section includes administrative provisions for coordinating construction operations on Project 

including, but not limited to, the following: 

 

1. Requests for Information (RFIs). 

2. Project meetings. 

1.2 DEFINITIONS 

A. RFI:  Request from Owner, Engineer or Contractor seeking information from each other during 

construction. 

1.3 COORDINATION 

A. Coordination:  Coordinate construction operations ensure efficient and orderly installation of 

each part of the Work.  Coordinate construction operations that depend on each other for proper 

installation, connection, and operation. 

1.4 REQUESTS FOR INFORMATION (RFIs) 

A. General:  Immediately on discovery of the need for additional information or interpretation of 

the Contract Documents, Contractor shall prepare and submit an RFI in the form specified. 

1. Engineer will return RFIs submitted to Engineer by other entities controlled by 

Contractor with no response. 

2. Coordinate and submit RFIs in a prompt manner so as to avoid delays in Contractor's 

work or work of subcontractors. 

B. Content of the RFI:  Include a detailed, legible description of item needing information or 

interpretation and the following: 

1. Project name. 

2. Project number. 

3. Date. 

4. Name of Contractor. 

5. RFI number, numbered sequentially. 

6. RFI subject. 

7. Field dimensions and conditions, as appropriate. 

8. Contractor's suggested resolution.  If Contractor's solution(s) impacts the Contract Time 

or the Contract Sum, Contractor shall state impact in the RFI. 
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9. Contractor's signature. 

10. Attachments:  Include sketches, descriptions, measurements, photos, Product Data, Shop 

Drawings, coordination drawings, and other information necessary to fully describe items 

needing interpretation. 

C. RFI Forms:  Software-generated form with substantially the same content as indicated above, 

acceptable to Engineer. 

D. Engineer's Action:  Engineer will review each RFI, determine action required, and respond.  

Allow seven working days for Engineers’ response for each RFI.  RFIs received by Engineer 

after 1:00 p.m. will be considered as received the following working day. 

1. The following RFIs will be returned without action: 

a. Requests for approval of submittals. 

b. Requests for approval of substitutions. 

c. Requests for coordination information already indicated in the Contract 

Documents. 

d. Requests for adjustments in the Contract Time or the Contract Sum. 

e. Requests for interpretation of Engineer's actions on submittals. 

f. Incomplete RFIs or inaccurately prepared RFIs. 

2. Engineer’s action may include a request for additional information, in which case 

Engineer's time for response will date from time of receipt of additional information. 

a. If Contractor believes the RFI response warrants change in the Contract Time or 

the Contract Sum, notify Engineer in writing within 3 days of receipt of the RFI 

response. 

E. On receipt of Engineer's action, update the RFI log and immediately distribute the RFI response 

to affected parties.  Review response and notify Engineer within 3 days if Contractor disagrees 

with response. 

F. RFI Log:  Prepare, maintain, and submit a tabular log of RFIs organized by the RFI number.   

1.5 PROJECT MEETINGS 

A. General:  Schedule and conduct meetings and conferences at Project site, unless otherwise 

indicated. 

1. Attendees:  Inform participants and others involved, and individuals whose presence is 

required, of date and time of each meeting.  Notify Owner and Engineer of scheduled 

meeting dates and times. 

2. Agenda:  Prepare the meeting agenda.  Distribute the agenda to all invited attendees. 

3. Minutes:  Entity responsible for conducting meeting will record significant discussions 

and agreements achieved.  Distribute the meeting minutes to everyone concerned. 

B. Preconstruction Conference:  Schedule and conduct a preconstruction conference before starting 

construction, at a time convenient to Owner and Engineer. 
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1. Agenda:  Discuss items of significance that could affect progress, including the 

following: 

a. Tentative construction schedule. 

b. Designation of key personnel and their duties. 

c. Construction waste management and recycling. 

d. Progress cleaning. 

2. Minutes:  Entity responsible for conducting meeting will record and distribute meeting 

minutes. 

PART 2 - PRODUCTS (Not Used) 

PART 3 - EXECUTION (Not Used) 

END OF SECTION 013100 


